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PA-02

 
 

 

 On line payment entry and approval 

 

 You will be alerted when payments are not approved timely 

 

 Complete client payment histories 

 

 Payment adjustments at your finger tips  
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PAYA - Payment Approval  

 

 
 

 This screen displays a list of all payments waiting for approval by the worker 

  

 The User ID field defaults to the C# of the worker accessing the screen. Supervisors have 

access to PAYA for their workers by entering the worker’s C number. 

 

 You can INQUIRE (I), APPROVE (A), UNAPPROVE (U), MODIFY (M) or DENY (D) a 

payment by entering the appropriate selection in the select field and pressing enter 

 

 The worker assigned to the client will approve both constant (non-invoiced) and variable 

(invoiced) payments 

 - The information appearing on this screen will have been entered by a central office 

worker from an actual provider invoice (for invoiced payments), or it will be system 

generated (for non-invoiced payments) 

 

 The select field will display an “A” when the payment has been approved 

- This will allow the worker to unapprove something that has been approved but not yet 

paid   

- Reversing an approval is accomplished by typing over the ‘A’ with a ‘U’ 

 

 The licensing status will be checked by the system when the payment line item/claim is 

approved   

- An error message will appear when there is not a current, valid license for the provider 
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and the provider has not been marked for payment without a license 

 

- The system will also check court order and parental agreement information for custody 

status before approval can be accepted 

 

 It is perfectly acceptable for the worker to DENY a payment if he/she has questions or knows 

a modification needs to take place and the solution is not going to be immediate 

- The advantage of using the deny capability is that the payment remains on the PAYA 

screen, but under a different search criteria, so the worker would be less likely to approve 

that payment by mistake 

 

 This screen gives the worker a place to check on the status of a particular payment 

- If you notice that a particular payment has been sitting in APPROVED status for a few 

days, contact Central Office to find out if there is a problem 

 

 A payment that is in INCOMPLETE status will show up highlighted in pink to remind the 

worker that further processing needs to be done (SHIFT+F1 to balance) 
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CBPL - Client-Based Payment List 

 

 
 

 This screen displays a list of all client-based, unit-based payments whether invoiced or not, 

and whether contracted or non-contracted 

 

 A worker also may search for a range of payments by entering selection criteria including 

provider number, status code, payment/invoice number, date span or by CAPS ID 

 

 This screen shows the status of the PAYMENT, not the status of the WARRANT.  For status 

on a warrant, the worker needs to go to WRNH (Provider Warrant History) 

 

 The colors you see on CBPL indicate the following: 

- Pink = payment has been placed on HOLD by Central Office 

- Blue = payment is a DOC payment 

- Turquoise = payment is a DPHHS payment 

- Yellow = trust account payment – view on TAEL/TAED screens 
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CBPD - Client-Based Payment Detail  

 

 
 

 This screen is used to view and adjust (until approval) the detailed payment information for a 

specific client and provider 

- If an adjustment is made on CBPD, the worker needs to remember to use the SHIFT+F1 

function keys to balance the payment.  This also changes the status of the payment from 

INCOMPLETE back to UNAPPROVED so the worker can then approve the payment on 

PAYA 

 

 The worker can adjust the payment up to the point the payment is released or posted 

- If the payment is in RELEASED or POSTED status, the worker needs to contact Central 

Office if a modification needs to be made 

 

 Should the user wish to adjust the Funding Details associated with this service, enter an “M” 

on the select line in front of the desired service, and PAFD in the PATH and press ENTER 

- This takes the user to the Payment Funding Detail (PAFD) screen 

 

 The system assigns the next available 'PAYMENT NUMBER' when a payment is created 
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PAFD - Payment Funding Detail 

 

 
 

 This screen is used to view and/or adjust funding information for client-based service 

payments 

 

 The TOTAL FUNDING AMOUNT must balance to the SERVICE TOTAL displayed above 

- Press SHIFT+F1 to check the balance  

- A message will be displayed if the amounts are not equal 

- The TOTAL FUNDING AMOUNT includes both DFS and non-DFS Funding Source 

which means the SERVICE TOTAL must include both as well 

 

 Before approval of the payment, all information can be added to CAPS even if it does not 

balance 

 

 To make an adjustment after a payment has been approved, enter an “M” on the select line 

and press ENTER to access PFAD (Payment Funding Adjustment Detail screen) 
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PFAD - Payment Funding Adjustment Detail 

 

 
 

 This screen is used by Central Office staff to make funding source adjustments to a 

specific payment after the payment has been posted.  The screen will display the 

adjustment information, the current funding detail information and the previous funding 

detail information. to view and/or adjust funding information for client-based service 

payments 

 


